[image: image1.jpg]Royal Devon and Exeter INHS

NHS Foundation Trust





[image: image1.jpg]JOB DESCRIPTION (POST-AfC)
This post has been identified as involving access to vulnerable adults and/or children and in line with Trust policy successful applicants will be required to undertake an enhanced disclosure check.
	
	
	

	1.
	JOB DETAILS
	

	
	
	

	
	Job Title:
	Gynaecological Pre-assessment  Clinic Nurse

	
	
	

	
	Grade:
	5

	
	
	

	
	Responsible To:


	Nurse Specialist Pre-assessment/Gynaecology Outpatients

	
	Accountable To:


	Senior Matron, Gynaecology

	
	Section/Department/Directorate:
	Child & Women’s Health


	2.

	Job Purpose:

	
	The nurse will be responsible for undertaking a full Preparation for surgery  health assessment, assessing and planning individual patient care in relation to  planned admissions for elective procedures and anaesthetic, working within agreed protocols and liaising with the multidisciplinary team as appropriate.  The Nurse led  service will incorporate both day surgery and inpatients.  The postholder may also work within the outpatient setting as part of the team in assisting the smooth running of gynaecology clinics.  


	3.
	Key Working Relationships:


	

	
	Senior Matron                                    

Ward nursing team

Outpatient team

Medical staff

Pre-assessment team

Anaesthetists
	Gynaecology &  oncology surgeons

Theatre personnel
Gynaecology Oncology Multidisciplinary team
Gynaecology/Oncology Clinical Nurse Specialists
Clerical and secretarial staff

Primary care

	
	

	
	
	
	


	4.
	Dimensions:



	
	Gynaecology outpatient department, consisting of general gynaecology and specific related clinics undertaken through the week.
Gynaecology Oncology clinics, set in outpatient and Oncology centre.
Outpatient department, consisting of both medical and nurse led services.


	
	
	


	5 ORGANISATIONAL CHART
Directorate Manager
Senior Matron

׀
Outpatient Manager


Consultant gynaecologists ---------------------  Nurse Specialists -------------------------------- Ward Managers

                             and Oncologists

                                                                                                                                                               Pre-assessment Team

Postholder

                                                                                                                                                               Gynaecology oncology

                                                                                                                                                               Multidisciplinary team

 ________   Denotes line manager accountability
--------------   Denotes a working relationship.



	6.
	Key Result Areas/Principal Duties and Responsibilities:

	
	
	

	
	· Perform/request/review preparation for surgery  investigations as required including heart and lung assessment and act upon results accordingly for a safe admission of the patient..
· Be involved with the admission procedure of patients from the waiting list.

· Ensure clients have received relevant information about proposed procedures prior to admission in order to gain fully informed consent.

· Assess pre-operative patients for both day surgery and inpatient procedures.

· Undertake telephone triage of day case patients and allocate to appropriate pathway from all gynaecology clinics and direct bookings.

· Maintain confidentiality of all clients attending the clinics.

· Be able to identify that the clinical findings are beyond the individual’s level of competence and therefore refer to appropriate practitioner and Primary care.
· Knowledge of tests and imaging required for specific gynaecological malignancies.

· Attend and support patients in gynaecology oncology clinic.

· Support patients receiving a cancer diagnosis in the results clinic.

Quality Management
· Demonstrate knowledge of the Trust’s processes.

· Participate in audit activities and identify areas of clinical practice which require evaluating.

· Work with the gynaecology CNS’s to provide a quality service for patients and their carers.

· Recognise situations that may be detrimental to the well being of individuals and take appropriate action.

· Give advice on promotion of health and prevention of illness.

· Ensure agreed standards of care are monitored and maintained and provide a quality service.

· Have specialist knowledge of gynaecological procedures and care involved.

· Work with the multidisciplinary team in service development pertaining to the speciality.

· Assist in the reduction of the number of operations cancelled due to incompatible medical conditions, using comprehensive assessment procedures.

· Demonstrate knowledge of government targets and cancer waiting times.
Financial Management
· Comply with budgetary restraints and ensure resources are managed in accordance with the Trust’s philosophy.

· Recognise the need to maintain expenditure and utilise resources effectively, keeping within the limits of the department.
Clinical Leadership/Managing People
· Develop and maintain an effective communication system with members of the multidisciplinary team.
· Liaise with gynaecology oncology Clinical Nurse Specialists in peripheral hospitals.

· Inform appropriate departments of problems and decisions which may affect them.

· Ensure the provision of nursing care is maintained and of a high standard.

· Take part in regular performance appraisal.

· Undertake training required in order to maintain competency, including mandatory training, i.e. fire, manual handling.

· To contribute to and work within a safe working environment.

· The postholder is expected to comply with Trust infection control policies and conduct him/herself at all times in such a manner as to minimise the risk of healthcare associated infection.

· Demonstrate and comply with the legal requirements of the Trust in maintaining safe working practices.

· Critically reflect on working practice.

· Work within the NMC Code of Conduct.

· Promote effective communication skills and sustain good interpersonal working relationships.

· Ensure documentation is clear and concise and patient records are maintained.

· Work in collaboration with theatre, Wynard Ward, secretaries and community based day case theatre to facilitate the reduction of peri-operative morbidity.

· Be aware of the need for ongoing personal and professional development.

· Partake in and develop staff teaching programmes.

· Maintain a portfolio of experience to date and recognise the need to develop scope of professional practice.

· Attend mandatory  update sessions and actively participate in staff training.

· Develop and promote innovative working practice.  Direct and supervise staff to develop their role and give feed back on their performance.

· Use and promote evidence based practice.

· Work in partnership with colleagues to develop nursing practice skills. 

· Provide a dynamic learning environment.

· Update department procedures and policies in line with recent evidence.

· Provide specialist input into the appropriate post registration courses as requested.

· Maintain an in depth knowledge of gynaecology and related procedures.

· Share specialist knowledge with other staff members, Unit and Trust-wide, both for nursing and medical staff.

· Chaperone and support patients within the Gynaecology Outpatient Department.




	7.
GENERAL
· This is a description of the job as it is at present constituted.  It is the practice of this organisation periodically to examine employees' job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  This procedure is jointly conducted by each manager in consultation with those working directly to him or her.  You will, therefore, be expected to participate fully in such discussions.   It is the organisations' aim to reach agreement to reasonable changes, but if agreement is not possible management reserves the right to insist on changes to your job description after consultation with you.

· We are committed to serving our community by being a high quality specialist Hospital with consultant-led services.  We aim to co-ordinate our services with primary and community care, and to develop a limited number as Sub-Regional Referral Centres with appropriate levels of research, development and educational involvement.  Where appropriate, and consistent with our services, we may provide services aimed at preventing disease and debilitation.

· We aim to make all our services exemplary in both clinical and operational aspects.  We will show leadership in identifying healthcare needs to which we can respond and in determining the most cost-effective way of doing so. We will share our knowledge with neighbouring healthcare agencies and professionals.

· We recruit competent staff whom we support in maintaining and extending their skills in accordance with the needs of the people we serve.  We will pay staff fairly and recognise the whole staff’s commitment to meeting the needs of our patients.

· The Trust operates a ‘non smoking' policy.  Employees are not able to smoke anywhere within the premises of the Trust or when outside on official business.
· The post holder is expected to comply with Trust Infection Control Policies and conduct him/her at all times in such a manner as to minimise the risk of healthcare associated infection. 


	8.
	JOB DESCRIPTION AGREEMENT

Job holder’s Signature:

.....................................................................................

Date:



.....................................................................................

Manager’s Signature:

.....................................................................................

Date:



.....................................................................................


POST ATTRIBUTES
POST :

Gynaecology Outpatient Nurse
	REQUIREMENTS
	At Recruitment
	At KSF 2nd Gateway
	MET
	NOT MET

	QUALIFICATIONS/SPECIAL TRAINING :

Two years post  registration experience
Relevant teaching and assessing qualification
HEAB 328/9 Health Assessment & Clinical examination
Pre-assessment workshops M&K update 
Breaking Bad News training
Previous experience in surgical/oncology nursing


	E

D

D

D
D

D


	
	
	

	KNOWLEDGE/SKILLS:

Knowledge of the patient journey through the department
Knowledge of relevant diagnostic investigations

Aware of evidence based practice

Aware of the importance of clear documentation

Previous experience in the speciality

Demonstrates ability to work unsupervised

Develop and maintain standards of care

Work in accordance with NMC Code of Conduct

Demonstrate professional development

Updates procedures and policies

Supervises qualified/unqualified staff in the organisation of nursing care.

Aware of risk management

Advise patients, carers and staff on health promotion issues

Knowledge of Trust complaints procedure

Able to practice in accordance with designated protocol

Knowledge of gynaecology surgery

Aware of discharge process

Able to conduct and/or arrange appropriate investigations

Knowledge of multidisciplinary team working
	D

D

E

E

D

E

E

E

E

E

E

E
E
D
E

D

D

D

D

	
	
	

	EXPERIENCE:

Develop innovative working practice
Maintain a professional portfolio / profile

Experience in surgery

Experience in outpatient services

Experience in oncology

Able to identify when to refer caseload to medical practitioner

Support staff in their development

	E
E

E
D

D
E

E


	
	
	

	PERSONAL REQUIREMENTS:

Committed to providing a quality service and developing standards of care.
Career plan to pursue women’s health nursing

Good health record

Effective communication skills

Effective interpersonal skills

Enthusiasm and reliable

Show initiative and highly motivated

Approachable

Demonstrates ability to develop nursing practice.

Supportive and empathetic nature

Demonstrates good working relationships with other departments within the Unit.

Commitment to further education.


	E
E

E

E

E

E

E

E

E

E

E

E


	
	
	

	OTHER REQUIREMENTS:

Flexible shift patterns
Flexible work approach

Encourages networking with other units, including oncology.

Demonstrate commitment to teaching and developing clinical practice.
	E
E

E

E


	
	
	


* Essential/Desirable

	HAZARDS :

	Laboratory Specimens

Proteinacious Dusts
	
	Clinical contact with patients
	(
	Performing Exposure

Prone Invasive Procedures
	

	Blood/Body Fluids
	(
	Dusty Environment
	
	VDU Use
	

	Radiation
	
	Challenging Behaviour
	(
	Manual Handling
	(

	Solvents
	
	Driving
	
	Noise
	

	Respiratory Sensitisers
	
	Food Handling
	
	Working in Isolation
	(


(NB.  Above Hazards shown is not an exhaustive list)









Roger Simmonds AfC Lead

    August 2007

